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Single central record: monitoring checklist 
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However, it might be appropriate to check the SCR yourself if the board has assigned this task to you due to concerns about compliance. If that’s the case, you can use this checklist to make sure the SCR complies with all statutory requirements.
	DATE MONITORING CARRIED OUT
	28th June 2022

	NAME OF RESPONSIBLE GOVERNOR
	Lynda Taylor

	NAME OF SCHOOL DESIGNATED SAFEGUARDING LEAD
	St Michael’s C.E.School, Louth

	SIGNED OFF BY (INCLUDE THE DATE)
	


· Tick where the SCR records:

· Whether the following checks have been carried out / certificates obtained

· The date on which each check was completed / certificates obtained

· Record any issues in the table on the final page and raise them with your school’s designated safeguarding lead
· Grey spaces indicate a check that’s not required, so it wouldn’t need to be on the SCR
· See explanatory notes after the checklist
	Details to be included in the SCR
	teAching staff (1)
	SupPort staff
	Supply staff (2)
	Volunteers (3)
	Maintained school governors (4)
	Academy members, trustees and local governors/ independent school governors (5)
	Contractors (6)

	Identity check
	Yes
	Yes
	Yes
	Yes
	Yes
	NA
	Yes

	Enhanced DBS check/certificate
	Yes
	Yes
	Yes
	Yes
	Yes
	NA
	Yes

	Barred list check
	Yes
	Yes
	Yes
	Yes
	Yes
	NA
	Yes

	Prohibition from teaching check (7)
	Yes
	Yes
	Yes
	
	
	
	

	Section 128 check (8)
	Yes 
	Yes
	Yes


	
	Yes
	NA
	

	Further checks on people who’ve lived or worked outside the UK (9)
	NA
	NA
	NA
	
	
	NA
	

	Check of professional qualifications
	Yes
	Yes
	Yes
	
	
	
	

	Check to establish the right to work in the UK
	Yes
	Yes
	Yes
	
	
	NA
	


Please note: 
· Checks carried out on volunteers, maintained school governors and local governors in an academy trust don’t have to be recorded on the SCR under the latest version of Keeping Children Safe in Education (KCSIE), but we’d recommend including them
· KCSIE doesn’t say specifically that contractors must be on the SCR, but it does say all staff who work at the school must be included, including supply staff, so it’s best to include contractors too
· Where we mention academies in this document, this includes free schools
· 16-19 colleges: Your school must also record whether a person’s position involves ‘relevant activity’, which means regularly caring for, training, supervising or being solely in charge of persons aged under 18 
Footnotes:

· (1) This includes teacher trainees on salaried routes.

· (2) For supply or agency staff, schools should include whether written confirmation has been received that the employment business supplying the member of staff has carried out the relevant checks and obtained the appropriate certificates. They should also include whether any enhanced DBS certificate was provided and the date that the confirmation was received (independent schools/academies and non-maintained special schools should also include the date on which any certificate was obtained).

· (3) Volunteers in regulated activity need an enhanced DBS check with barred list information. If volunteers aren’t in regulated activity, it’s up to the school to decide whether to get an enhanced DBS check (without barred list information).
· (4) All maintained school governors require an enhanced DBS check. Only those engaging in regulated activity require a barred list check. Note that this doesn’t include associate members unless they are engaged in regulated activity.
· (5) Academy members, trustees and local governors, and independent school governors must have an enhanced DBS check. They don’t need a barred list check unless they’re in regulated activity.
· (6) All contractors whose work provides them with an opportunity for contact with children will require an enhanced DBS certificate. Only those engaging in regulated activity require a barred list check. 
· (7) A prohibition from teaching check is required for any staff who carry out teaching work (unless they do so under the direction or supervision of a qualified teacher or other person nominated by the headteacher to provide direction and supervision). The following activities count as teaching work: 

· Planning and preparing lessons for pupils

· Delivering lessons to pupils

· Assessing the development, progress and attainment of pupils

· Reporting on the development, progress and attainment of pupils
· (8) A section 128 check is required for governors in maintained schools and all those in management positions in an independent school or academy. This includes: 

· Members

· Trustees

· Local governors (where the local governing body has been delegated responsibilities)
· Headteacher

· Teaching positions on the senior leadership team

· Teaching positions that carry department headship
Other positions may also require this check, depending on the specific responsibilities the person holds. 

Where the person will be engaging in regulated activity, a DBS barred list check will identify any section 128 direction if ‘children’s workforce independent schools’ is specified. It can also be checked for separately. 

· (9) All individuals who’ve lived or worked outside the UK must undergo the same checks as other school staff. These could include, where available: 
· For all staff, including teaching positions: criminal records checks for overseas applicants
· For teaching positions: obtaining a letter of professional standing from the professional regulating authority in the country where the applicant has worked

	Monitoring and maintaining the SCR

	1. Does the SCR have correct and up-to-date details for all appropriate people?
· Have any new people been added?
· Have those who’ve left been deleted (after an agreed period of time)?

	Yes

Yes.

 Any employee in Red means they are still waiting for some information to complete the check. For example: Teachers qualification/ photo ID
Yes, It's for schools to decide how long to keep a staff member's details on the SCR, and the Department for Education (DfE) doesn't have official guidance on this.  It is recommended not to keep any record of a leaver after 6months of there leaving.  There is now no Leavers tab. (Following GDPR advice)


	2. Have we checked the SCR for administrative errors? E.g.

· Failure to record dates

· Individual entries that are illegible

· Omissions
	Yes
Checked

None

One Governor has not yet produced phot ID (Entry in red) 
One staff member waiting to receive teacher qualification. Already has a teachers ID number. (Entry in red)

	3. Have any administrative errors been reported to the designated safeguarding lead?
	None

	4. How and where do we store the SCR? Is this secure?

· If using an electronic system, is this encrypted?
· Do we have a plan of action in case of a security problem?
	In Secure Admin W drive.  Only Senior Management/Admin have access to this.
Yes, plus Password protected

The W drive is backed up to another device at the other end of the school so if the server was damaged technically the data is safe and any business critical data ie the W Drive is also backed up off site. Both of these backups run every night.


	5. Do we have an effective system for reviewing the SCR?
· Is this system being followed?
	Safeguarding Governor to check twice a year. July/January. A meeting with the Safeguard  Lead (Headteacher) took place on 13th January 2022 to discuss outstanding queries from the monitoring checklist from July 2021.
Updated as and when by the admin staff and checked twice a year by the Senior Administrators.  Both CR and RH have had a training update in March 2021.


	

	Issues to discuss with designated safeguarding lead
	Action arising from issues
	Date resolved

	2021 query. New columns  have been added by Admin Team.(In yellow). As yet nothing entered. Who should keep a record of Prevent Training, GDPR Privacy notice and KCSfE document given to employee and should this be included on the SCR?

	SCR updated. Only KCSfE and GDPR training on the SCR. All other training now on a separate training spreadsheet.

	Confirmed 28th June 2022

	2021 query Should the SCR be kept in the google cloud instead on W drive Secure Admin?  If the server went down how would the SCR be recovered? 


	The SCR is still kept on the W drive (confidential) Only Admin team Head, Deputy and Assistant have access.

The W drive is backed up to another device at the other end of the school so if the server was damaged technically the data is safe and any business critical data ie the W Drive is also backed up off site. Both of these backups run every night.

	Confirmed 28th June 2022

Confirmation from Lincs Education (IT support)

	2021 query. There are currently several volunteers/agency staff that are no longer connected to the school but still on the SCR.  Should they be deleted in the same way as staff and governors (after 6 months)?

	All removed if no longer connected with the school

	Confirmed 28th June 2022

	2021 query A few staff members have not been checked on prohibited/barred list as their first contract was a MDMS (2011) and it was not necessary at that time.  At a later date they have extra contracts as a Teaching Assistant. Should the SCR have a separate line for each contract to show when they started with each contract and that the necessary checks are included with their new role?
	All current staff now have a separate line for each contract. All staff with contracts older than 4 years have had a new DBS (£100 each). A red triangle in the columns have been added to show the original date . Plus, a red triangle tab has been added to show what photo ID has been seen. (As per new advice)

	Confirmed 28th June 2022

	No outstanding queries.
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CHECKLIST








	Get the knowledge you need to act at thekeysupport.com/gov
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